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Don’t Take “No” for an Answer
When Trying to Transfer Your Credits or Degree

If you are trying to transfer your academic credits or degree to another college or university, and they
refuse to accept them, don’t take “no” for an answer. Knowing how to state your case and presenting
the right information may help you get positive results.

Acceptance of degrees or credits from DETC-accredited institutions is largely determined by the
policy of the “receiving organization,” e.g., an employer, a college registrar, etc. Each institution has
its own unique set of requirements. Accreditation is important, but no school can guarantee their
credits will transfer to another institution on the basis of the accreditation they hold. You should
always check with the college or university you wish to transfer your credits or degree to before you
invest time and money completing a course/degree program. And, it’s always a good idea to get the
transfer approval in writing from the receiving institution before you enroll.

There are several reasons a college or university may refuse to accept your transfer credits. None of
these have anything to do with accreditation:

o Course content doesn’t fit into the curriculum;

e Poor grades (grades of “D” or “F” don’t transfer);

e You already filled all of your elective credits; and

e You already reached the limit of transfer credits allowed by the college.

Institutions should analyze credit accepted for transfer in terms of level, content, quality,
comparability, and degree program relevance. They should not, however, reject credits or refuse to
evaluate a transcript based solely on the source of accreditation of the sending institution.

How to Transfer Credits

You’ve completed several courses at a DETC-accredited institution and now you want to transfer the
credits to another college or university to complete your degree. You’ve checked to see what the
transfer policies are and you’ve gotten a copy of your official transcript and looked it over to make
certain all the grades are accurate and up-to-date. Here are your next steps:

1. Follow the correct transfer procedures. Fill out the correct college application. Be specific
where the transcript needs to go when providing the receiving institution’s address.

2. Know the requirements. You should know: 1) what the core or general requirements are; 2)
what the major departmental requirements are; and 3) if there are any residency requirements.

3. Complete the application on time. Neatness of any application does count. Double check
deadlines, especially departmental deadlines.

4. Get in touch with the Registrar directly. Ask for a personal interview if possible. There may
also be a transfer counselor you can contact.
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Follow-up with the admissions office. You should not be shy about appealing a credit
evaluation if credits are rejected. You might have to negotiate credit for each course you have
taken. Get the e-mail address of the appropriate people and state your case forcefully.

Information Packet

In addition, sending an Information Packet with your application is very helpful. The Information
Packet should include the following:

1.
2.

A cover letter explaining what you are sending (see example 1).

The “course syllabi” from the courses you have completed. If you don’t have copies, contact
the institution where you completed the courses and they may be able to send them to you.

A copy of the school’s catalog with the courses you have taken clearly marked. Normally you
can print this from the school’s web site.

Course Equivalency Chart (see example 2).

5. A “Projected Academic Program” chart. Compile this to demonstrate you are familiar with the

6.
7.

receiving institution’s educational system (see example 3).
A recommendation letter from a former professor and/or instructor (see example 4)
A letter from the accrediting agency (DETC) (see example 5).

Degree Transferability

You’ve worked hard and earned a Bachelor of Science in Business Administration from a DETC-
accredited university. You’re ready to earn an advanced degree and have applied for admission into a
Masters of Business Administration (MBA) program with a regionally-accredited university. The
registrar at the university denies your application because you didn’t earn your degree from a
regionally-accredited university. Now what do you do?

Usually you have several options:

1.

2.

Ask the admitting university if they have an appeal process and how to submit a formal appeal.

Ask the registrar for admission on provisional or probationary status. Often if you earn a certain
GPA in the admitting university’s courses, you may be accepted into the program.

Contact the Department Dean to ask for an interview and be prepared to submit a portfolio of
your work before a final decision is made.

If an institution gives credit for unaccredited course work, such as life or work experience, ask
for the same review process for your accredited course work.

Explain to the registrar that the institution you received your degree from is accredited by the Distance
Education and Training Council (DETC). See the information below concerning DETC’s recognition.
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Many times, registrars are not aware that DETC and regional accrediting agencies both meet the same
standards required by the U.S. Department of Education and the Council for Higher Education
Accreditation

Other Facts

There may be times when the receiving institution is hesitant to accept your credits strictly because the
credits are not from a “regionally” accredited institution. Here are some facts you need to make them
aware of:

DETC’s National Recognitions: The DETC Accrediting Commission is listed (and has been since
1959) by the U.S. Department of Education as a “nationally recognized accrediting agency.” It is also a
recognized member of the Council for Higher Education Accreditation (CHEA). There are six regional
accrediting agencies that are also recognized by the U.S. Department of Education and the Council for
Higher Education Accreditation (CHEA). Along with the DETC, these agencies are “institutional
accreditors,” which accredit degree-granting institutions through distance education.

Like the regional accrediting agencies, the DETC Accrediting Commission is reviewed periodically by
the U.S. Department of Education to make certain it meets the criteria for federal recognition as
published in Title 34 of the Code of Federal Regulations. These recognition criteria are the same for
national as for regional accrediting agencies.

DETC and its accredited institutions are listed in the U.S. Department of Education’s database:
The U.S. Department of Education also maintains a database that lists recognized accrediting agencies
and the institutions they accredit. For the database of accrediting agencies and institutions, visit
http://ope.ed.gov/accreditation/.

DETC and its accredited institutions are listed in CHEA’s Database: You may want to check
CHEA'’s Web site at www.chea.org to see which accrediting agencies CHEA recognizes and the
institutions they accredit.

Higher Education Transfer Alliance (HETA): CHEA also maintains the Higher Education Transfer
Alliance (HETA), a voluntary group of more than 400 accredited institutions concerned with the
importance of student mobility, enhancing success in transfer of credit, and affirming the responsibility
and prerogative of individual institutions with respect to acceptance of transfer credits. HETA is a
Web-based directory of colleges and universities open to all institutions accredited by an organization
recognized by the Council for Higher Education Accreditation (CHEA) or the United States
Department of Education (USDE). Membership in HETA is entirely voluntary. HETA is not intended
to, and will not constrain, institutional freedom or prerogatives with respect to acceptance of transfer
credit. You may access the HETA directory at http://www.chea.org/heta/default.asp.
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If All Else Fails

Should all of your efforts fail to transfer your credits or get your degree accepted at the institution of
your choice, you have other options:

e Select another academic institution that will meet your needs and goals and apply to them.
Going to an institution that participates in the Higher Education Transfer Alliance sponsored by
CHEA increases the chances of credit acceptance.

e Apply to another DETC-accredited distance institution that offers programs which meet your
needs. You will have your credits or degree accepted at any of them.

e Apply to another institution recognized by a “national” institutional accredited association.
Visit www.nrnaa.org for a listing of the six “national” accrediting groups. Institutions
accredited by any of these six associations are committed to the principle that they will not
reject credits or degrees based solely on the source of accreditation of the sending institution.

Most graduates of DETC-accredited institutions who attempt to transfer their credits or get their
degrees accepted at another educational institution are successful. At least seven out of ten are
reporting success in their quest for credit transfer.

The most common reason DETC credit is not accepted is the credit that is being transferred does not
meet the prerequisites for the receiving institution’s program, i.e., the courses completed are not in the
required fields of study or are not at the desired level of senior division study, etc.

You should always let someone at the granting institution know if you are having problems
transferring your credits or degree. DETC and its institutions are more than happy to help you solve
this problem.

In today’s world, distance learning institutions—Ilike those accredited by DETC—are able to follow
their students wherever they go in the world, so when a student relocates to another city or country, the
DETC institution follows them. This takes one common reason for needing to transfer off the table.
And in recent years, many DETC institutions have been offering advanced degrees at the Masters, First
Professional and Professional Doctoral degree levels. If earning an advanced degree is your goal, you
have dozens of accredited DETC institutions from which to choose, and your degree and credits will

be accepted without question at any of them!
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Sample 1. Cover Letter

Dear Ms. Counselor:

To aid in your review of my previous academic credits from the XYZ Institution, I’ve enclosed the
following information:

1. Transcripts from previous attended universities and institutions (official transcripts will be sent
directly from the granting institutions);

2. Syllabi of courses taken at XYZ Institution;

“Course Equivalency Chart” with a table of courses taken at various colleges which are comparable

to courses at your institution;

Copies of the Course Catalog from previous colleges attended,;

My “Projected Academic Program” while attending your institution;

A “Letter of Recommendation”; and

A letter from the agency that accredits the XYZ Institution.

w

No ok~

Please call me if you need any further information. Thank you in advance for your review.

Sincerely
John Smith, Registrar

Sample 2. Course Equivalency Chart

Awarding Institutions Receiving Institution (XYZ Institution)
Course # | Subject Title Cr. Hours | Course | Subject Title Cr.
# Hours
Prince George’s Community College
104 MA Elementary Algebra 4 121 MTH Algebra & Trigonometry | 3
108 MA Trigonometry 2
110 MA College Algebra 4 122 MTH Algebra & Trigonometry 3
1
106 EL Technical Electricity 4 111 EET Electric Circuits | 4
107 EL Basic Electronics 4 112 EET Electric Circuits Il 4
115 PH Applied Physics 4 241 PHY Technical Physics 3
101 EN English Composition #1 3 232 HUM Technical Writing | 4
102 EN English Composition #2 3 242 HUM Technical Writing |1 4
Montgomery Community College
213 EET Electronic | 35 114 EET Solid State Electronic 4
Devices
221 EET Electronics Il 3.5 116 EET Electronic Circuits | 4
Maryland University
103 ECON | Principles of Economics 3 351 SCE Principles of Economics 3
101 PSY General Psychology 3 352 SCE General Psychology 3
200 MGT Intro to Management 3 362 SCE Intro to Management 3
101 SOC Intro to Sociology 3 363 SCE Intro to Sociology 3
104 ECON | Principles of 3 471 SCE Principles of 3
Macroeconomics Macroeconomics
220 COMT | Communication Syst. & 3 481 CET Digital Data 2
App Communications
301 MKT Marketing Principles 3 482 SCE Marketing Principles 3
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Sample 3. Projected Academic Program

Bachelor of Electronics Engineering Technology

Course No. Subject Cr. Hours
1°' Semester
MTH 111 Topics in Technical Math 1
EET 121 Electronic Circuits |1 4
CET 121 Digital Electronics | 4
EET 122 Electronic Circuit Troubleshooting 3
EET 124 Symptoms in Electronic Circuits 3
MTH 231 Technical Calculus | 3
1° Semester Total Credits Hours 18
2" Semester
CET 231 Digital Electronics Il 4
EET 231 Network Analysis | 4
MTH 232 Technical Calculus Il 3
EET 232 Solid State Circuit Design 4
PHY 241 Technical Physics 3
2"! Semester Total Credits Hours 18
3" Semester
EET 241 Network Analysis 1l 4
CET 241 Advanced Digital Laboratory 1
CET 242 Microprocessor Theory and Applications 4
CET 351 Computer Aided Circuit Design and Drafting 2
EET 351 Electrical Power and Machines 4
CET 352 C-Language Programming 3
3" Semester Total Credit Hours 18
4™ Semester
EET 361 Electronic Communications | 4
EET 471 Control Systems 3
EET 473 Control Systems | Laboratory 2
PHY 351 Physics Laboratory | 3
EET 362 Electronic Communications Il 4
4™ Semester Total Credit Hours 16
5" Semester
EET 472 Control Systems Il 3
EET 474 Control Systems Il Laboratory 2
PHY 352 Physics Laboratory Il 3
EET 482 Senior Design Project 3
SCE 353 Cultures Research Paper 3
5" Semester Total Credit Hours 14
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Sample 4. Recommendation Letter
To Whom It May Concern:

It is with great pleasure we recommend Mr. Michael Doe to your program. He completed his
studies with us on September 1, 2008. His outstanding achievement indicates his ability and
determination to advance in the electronics field. We believe Mr. Doe would be a valuable
asset to your institution.

Mr. Doe enrolled in the Associate in Applied Science in Electronics Engineering Technology
degree program on November 20, 2006. The XYZ Institute’s program is offered to both
beginners and advanced students of electronics. Special emphasis is placed on advanced
mathematical techniques to allow the student to make engineering-level calculations in circuit
design. Calculus, transient analysis, and differential equations are familiar tools to the graduate
of this program.

I have known Mr. Doe for two years while teaching him many courses in electronics. His
participation in advancing the material offered in the course was noted through his many
suggestions and remarks.

| feel confident and proud to recommend Mr. Doe to advance his education with your
institution. Please feel free to contact me at 232-232-2323 or e-mail me at jsmith@xyz.edu if
you have any questions.

Sincerely

John Smith
Registrar

November 2008 7



Don’t Take “No” for an Answer When Trying to Transfer Your Credits or Degree

Sample 5. Letter from Accrediting Agency
Dear Mr. Jones:

This letter is to certify the XYZ Institute, in Cleveland, OH, is accredited by the Accrediting
Commission of the Distance Education and Training Council (DETC) and is a member in good
standing. The XYZ Institute was first accredited in 2000 and was recently re-accredited in
2005. It has been found to meet or exceed the Commission’s published academic and ethical
standards.

This means that the programs of instruction offered by this institution have been examined by
independent objective subject matter experts and found to meet or exceed the Accrediting
Commission of the Distance Education and Training Council’s published academic and ethical
standards. These standards require the institution’s courses/programs to be equal to or better
than a comparable course or degree program offered by a residential college or university
accredited by an agency recognized by the U.S. Department of Education.

The DETC Accrediting Commission is listed (and has been since 1959) by the U.S. Department
of Education as a “nationally recognized accrediting agency.” It is also a recognized member of
the Council for Higher Education Accreditation (CHEA). Like the regional accrediting
agencies, the DETC Accrediting Commission is reviewed periodically by the U.S. Department
of Education to make certain it meets the criteria for federal recognition as published in Title 34
of the Code of Federal Regulations. This recognition criterion is the same for national and
regional agencies.

For more information on these agencies and their databases, please visit their web sites:

- U.S. Department of Education: http://ope.ed.gov/accreditation/
- Council for Higher Education Accreditation: www.chea.org

For more information on distance education and the DETC, visit our web site at www.detc.org.
Sincerely
Michael P. Lambert

Executive Director
Distance Education and Training Council

##H#
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